
Debt Account Reconciliation Demand 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to formally request a reconciliation of my debt 

account with [Recipient's Company Name]. According to my records, I believe there are 

discrepancies that need to be addressed. 

Account Number: [Insert Account Number] 

As of [Insert Date], my understanding of the account balance is [Insert Amount]. However, I 

have reason to believe that the records may not align. I kindly ask that you provide a detailed 

statement of my account, including all transactions and any applicable fees. 

Please respond to this request by [Insert Due Date] to ensure that we can resolve this matter 

promptly. 

Thank you for your attention to this matter. I look forward to your swift response. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


